
c .- -” / 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

. Dater of %tier 
arliest Latest 

I To Date 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing th i s  form. Forward signed original to 
Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Schedulina Section. 

5. Records arias Ti le (followsdby tide used in off&; W different) 

a 

- 
FOR AGENCY USE i FOR RECORDS MANAGEMENT USE 

.. 
7 w 5 -  A Department of Education 

Office of Administrative Services 
Fiscal Services Division 
Accounting Services Section 

OIte Received D m  Completed 

SEP * 8 1981 IOCT 2 6 1981 
Telephone Number 

__ ~~ - - - 
chool Food ?X aims Unit Working Title 

ppliclticn Number 

I . Person to Contact 

1. Reoord SrKr Dercription This file contains the following documents (include fofm numbers and tidm, Hany): 
Attach samples of the file. 

of food service equipment. 

Food Service Equipment Assistance Application Claim/Agreement Form 
(DE Form 0459), Food Service Equipment Assistance Claim Verification 
Form (DE Form 0460), invoice copies for all equipment reimbursed 
and related correspondence. 

Documentsrelstiwto: documenting local school claims for reimbursement for the purchases - 

lnduded are: 

File is wranged: chronologically by fiscal year; thereunder alphabetically by school 
system. 

1. Monthly Rcfrreno Rate 
! h e  to six months old 

How often are records referred to which are: 

: Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five mo-cths and older 7 
b. Annual Rata of Awmulation of R.aordi 

Letter-sin drawers 1 ; Legal-..izedrawers ’ ; shalvrr :Other irpseifyJ 
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r i d  couldthese 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 3 wars. 
c. Federallaw years. f. Federal retention instructions 3 years. 

Attach copy ut e x e r t  of laws or regulations. Explain administrative need. 

7CFR210.14g, -" 7CFR215.11c, 7CFR220.13b, 7CFR230.12 

~~ - _ .  ~ 

NO 10. Qlestionnain (Place an "X" in the proper mlumn) 
6 ri a. I s  th is  the official copy of the series? 

b. Doer the series cuntain confidential information requiring security handling? I f  yes, cite law or regulation. 
If not. where is it? 

X 

2. Approrod Disposition Instructions This agency recommends that the file series be cut off at the end of each: 
0 Calendar Year; El Fiscal Year; 0 Other then, 

a Hold in the current files area ~ monthls) _1 yearlr); then 
0 Transfer to local holding area; hold 

B Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other &ecifv~ 

yearlsl; then 
Transfer to State Remrds Center; hold -year(rl; then 

These instructions apply to all prior and future aaxrmulatiw of tk ah. 
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Office of School Administrative Services 
don, School Food Service 
x ,  156 Trinity Avenue S.W. 
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The Office of School ,Administrative. Servicis ppervises allotmenta and payments ..... .,of . 

education funds t.0 local syst-ems udder MFPt 'law-.and some federal crograms. 
Oftice of School Administrative Services administers standards for schools and 
systems, Shared ServicTs Projects, the Bchool building, school nutrition, progra,ms- 
and textbook programs, 'public library services, food distribution, the school 
transportation and surplus property programs. 
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11. This file contains the following documents' (include form numbers and titles, 'if W Y ,  

and file arrangement). Documents relating fo the partial reimbursement of local richool 
distlricts for the purchase of fcmd service equipment covered by the Chi'ld Nutrition Act 
of 1966 as amended which include, but is not limited to, steamers, kettles, ranges, ovens, 
dishwashers, refrigerators, and freezers. 
Included are: (1) Form GA SE-5 (Non-food Assistance Application Claim and Agreement) - A five 
page form with instructions which is submitted by the local school officials' to ask for- a 
reimbursement of funds used for the purchase of food service equipment. Information on the 
application includes present equipment, equipment needed and a questionnaire section on the 
participation of the school in the A.S.G.A. Program. (2) Invoices for all equipment 
reimbursed. 

Files are arranged chronologically by fiscal year and there under alphabetically by 

These purchases are reimbursed by federal :funds. ~. 

name 
r .  . .  . of school system. .. . 

ATTACH SAMPLES OF THE FILE 
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13. Is t h i s  t he  Record Copy of t h e  se r i e s?  [XI  [ 1 
1 4 . ~  Is there  a duplication of t h i s  series i n  another of f ice  o r  agency? . [  1 [ X I  

15. Is the  information 'contained i n  t h i s  s e r i e s  ever sugnnarized o r  published? [ X I  [ 1 

QUEsTIoNNAI RE 

. .  . .  I :  

Attach copy of summary o r  publication. '%nu& R e p & f L )  - F . . .  - 
16.  Does the  se r i e s  contain c l a s s i f i e d  informatio- .~ requiring secur i ty  handling? [ X I  

17.  Does the  s e r i e s  i n i t i a t e ,  amend or terminate,  agency . .  po l i c i e s  .. and procedures? . . -  [ . ]  [XI  

~ . [.' ] 
~ .. ~. , . - -  : .. 

~I . -. ~~ 

7 3  ~ > - ~~. ,.. , .. + ,  ... 2 1~ 
< 

-~ ;o' . .  
- _  

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  [ 1 

19. Is the  s e r i e s  ( o r  major portion of it) regular ly  microfilmed? If yes ,  why? [ 3 [ X I  

20. Does the record s e r i e s  provide data as input t o  an EDP f i l e ?  r:1 [ X I  

21. Does the  record s e r i e s  .contain documentation producid as EDP pr in tout?  [ 1 -[XI 
. ~~~ .~ ,- - , .  : .. ~ e i <:I req.i-'r 

__... .~.  . ~. . . . - - I - < _ .  -ned i n  ,eql;ir.-:-,cnts fc r  f; - ~ r a l  reporting 
22. Has the  Federal Government issued instruct ions governing the  retention/dispo- . [XI  [ ] 

c . . .  ~. s i t i o n  of these f i l e s ?  GWde t o  records re ten t ion  requirements 
, .  ~ C;u€de.-to Rec'ord&^Reteniion #equirem&fs ~ 1. CFR, ..,, -Appendix . .~ ~ A I-12..9 . . .. . 

23. W i l l '  therie be-a'need f o r  tfiese records 10, 15 ye'ars from nowf,'Tf yes,,.what? 2 ' [ 1 [ X I  
--iL ~ . .  -~ - ~i ' -  .+ ~- 7'-  7 T .  , 
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a. ]STATE b .  [ ISTATWE OF c .  [ ] A U D I T ,  d .  ~]F'&&AL e .  [ ]ADMINIiTFJ,TIE'  f .  []HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(C i t e  Law, S ta tu t e ,  o r  other  reason f o r  the  r c t c n t i o n  rcquirenent) 

1 CFR, Appendix A 1-112.9 - 3-5 years a f t e r  end of Federal f i s c a l  year t o  which 
they per ta in .  

.__.___~ - 
25. AGENCY I ? E c o ~ N D ~ .  This agency recommends tha t  the f i l e  s e r i e s  be cut off  a t  the end-- 

of  each -[]CALENDAR YEAR -MFISCAL YE& -[]OTHER ,then: 
, .  

[ X] Hold  in the current.  files area 
[ XI TrEins'fer t o  -[ X] S t a t e  Records Center [ XI L o c a l d  Area; hold 

_ .  ,' inorrth(s)/ .~ 1 ea r  ( s) : 
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,-. [ XI Destroy. 
. ?  ', [ ] Transfer S t a t e  'Archives for- permanent re tent ion.  ~ -, . . 

. > , I- . .  _I - 
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, ::~ [ .] Destroy immediately after cut-off. :: : 2 ~ z r  '.?; .--::i 
r . .  . .. c .?  .. ; - 7.' c. >: > 2 .  ' 
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( Indica te  b r i e f l y  r a t i o n a h  for  recornendations aboue/or w r i t e  a d d i t i m h l .  &m&%sl: 


